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At Ford Motor Co.’s well-guarded head-
quarters in Dearborn, Mich,, all the knobs

multiple copies of documents were stolen one
recent day.

Tl}e thieves: Ford's office managers-who
!8aw no other way to combat the snowballing
tendency of employes to set the machines to
turn out extra copies which can cost a nickel
each. Ford office workers now have to push
8 button on the knobless machines for each
extra, copy they want. .

Ford's thievery was a desperate attempt
to solve one of the less-publicized problems
of office automation. Modern copying ma-
chines may free secretaries from smudgy car-
bon paper, and computers may prepare al-
most instantly sales reports on thousands of
products that once would have tied up an
army of clerks. But there is strong evidence
that the very speed of these machines has
been‘intensifying the paperwork blizzard now
snowing many executives under.

Costs Spiral Upward

The problem is severe. Some 50 million
steel file drawers now hold an estimated 250
billion pieces of paper in American offices,
and the total mounts daily. Consumption of

sales of office forms, now estimated at $700
million annually. By one estimate paperwork
cost of running the U.S. economy has climbed
to over $100 billion annually—a sum equal to
one-se¢venth the nation's total ‘yearly output
of goods and services,

' Modern machines whip through this paper
at blinding speed. Some IBM machines “‘print
out” statistic-laden forms at 1,000 lines a min-
ute, or more than 100 times a -good typist’s
speed, By one estimate the nation's 25,000-0dd
computers now pour out 7,300 miles of paper
a day, Copying machines, Says one paper ¢com-
bany, now produce 10 billion pages a year,
and will pour forth 25 billion yearly by 1970.

Thg tesulting ability of the machines to pre-
pare current and Highly detailed reporis on
markeling, finance and gther. business opera-
Hons can be of trgmendous value_to. carpora-
Hons. But ‘it also..appears to have bred a
few difice version of Parkinson's. Law: The
more ‘paperwork” that can be preduced, the
more paperwork is in fact produced.. Man-
agement consultants say the desire of office-
machine_users to get the most out of their
expensive equipment is leading them to del-
uge managers with more information than
they need or can use—at a cost that o

dpasg1o99/10n T A REP 2n0us0R000100260033-

that set Xerox copying machines to churn out -

Fvices; 8 New York consulting concern, recently
watched the head of a major corporation haul
a monthly operations report out of his desk. It
was at least four inches thick. Said the ex-
ecutive: “I don’t need anything but the sum-
mary on the first two pages. If I want some-
thing else, I know who to call.”

At another company, a sales manager who
had just learned of the awesome capabilities
[of his. pany's _computer asked for an
iternized sales report on all his company's
products. It wag duly prepared, and wheeled
into his office on a dolly.

Some presidents, says Mr. Shiff, now see
150 documents a day. At many companies,
the results can be pernicious.

William F. Breitmayer, president of Ex-
ecutive Register, Inc., which helps companies
fill executive jobs, recently asked clients why
they were stressing so qften that they wanted
a ‘“man who can make decisions.” Their an.

1swer: Their executives were having trouble

making decisions because they were being
presented with too much information.

In like vein, a Magnavox Co. of Tennessee
manager recently wrote to The Office maga-
zine that, because of ‘‘overautomation . . . re-
lationships between managers have been re-
duced to haggling over the correctness of the

fvoluminous detail in a tab (tabulating card)

run
A Revolt Fails

What's more, attempted revolts against the
paperwork increase often fail. In another let-
ter to The Office magazine, William L. Crunk,
general manager of sales offices administra-
tion at Reynolds Metals Co. in Richmong, Va.,
described six different tactics that had been
tried in his office to lessen use of copying
machines. They included ‘“‘executive directives
threatening to remove a machine if (it was)
not used more judiciously.”

So far, Mr. Crunk confessed, ‘none of
these methods has worked. Our costs con-

office paper is climbing 6% a year: so are

tinue to soar, but perhaps we will continue
to use the copying machine because it is so
convenient.”

Such feelings aren’t the only reasom, of
course, that the machines are making the pa-
: perwork storm worse. John T. Garrity, a direc-
tor of the consulting firm of McKinsey & Co.,
suggests that office gamesmanship leads many
companies to have their machines produce
more reports than executives really need.

Many executives, says Mr. Garrity, wade
through reports that are more detailed than
necessary because they fear that the boss,
knowing that new machines are capable of
preparing infinitely complex reports, will
ask them about some detail to see if they
are on their toes.”” He adds that some reports
are copied for circulation to executives who
don’t need them just so that these executives
won't feel slighted. “It’s a sad sight to see
executives going home at night to be slaves
to their reports,” he says. :

. Some added paperwork seems to have beén
forced on companies by governments, which
have found that with computers of their own
they can handle more information supplied
by companies—-and therefore have asked the
companies to supply that extra information.

In hearings before a House committee last
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year, the Intemal Revenue Serviceﬁ
that wlthout ¢lectt:onic data. pProce ssing it would

@& - V.. SUpply .on|
~and- dlv!denﬂg Supplymg this « dats |
adds’ especlally to paperwork of lending “ingti-
tutlons‘ It was’ éstimated ‘at the hearings that
meeting‘ the, report)ng requirements of various
govemments now ., costs  companies and indi-
‘viduals " §20 billion 8" year, . .

pufer ‘ou]d ‘make dnly an orlglnal ‘é,nd nine,
cambons So the mﬂroad ran he sa.me data

: e ranroa.d switched to 8 device" thwt
coples the: co;mputer “print-out" microtilm,
from :which coples: can:then ' be mad

‘some $230,000 a year. Chﬁstopher A, Cameron,
president of Léahy: &-Co.; & New' York . con-
sulting #irm, - believes: many comlpames will
be forced. to adopt. similar: techniques ““to" pre-
vent themselves from being moved right

of the office Yy, the pa,pex' t.helr wmputers
genemte” SRR :
Trimming Reports < i

As this might indlcate, pa,perwork and ity
‘cost. can be. curbed and. though some revolts
have failed, more are being launched. Chrys-i
‘1ér Corp, recently found .that President Lynn
A. Townsend 'could get’ along with only 38 reg-
ular ‘monthly. réports, rather than the 69 he
‘had been Trecelving.

Other compamies are reduclng the slze ot
reports By having * them “include ¢ only : data
"that -Indicate deviations from normal, leaving
out voluminous statistics.on condmons thaf pre-
Isent:no problem: Pacific’ Gas & Electric Co.
is consldering grea,ter use of this technique
in an’ overhaul of its ‘computerized reporting
of,euoh things "as the water- level ot 1altes
vbe.hinad its hydroelectric dams. .

5upphers of ‘oftice forms are working wlth
many companies, to ' ¢ut paperwork costs by
simplifying. the forms. They figure that, even
it some, of their forms are thrown' out, they’
will earn customer good.will, :

" “Our alm is not to add . to the avalanchel
of paper that’ engulfs businessmen today,” says |
Ketineth ‘P. Morse, president of Standard Reg-|
ister Co., a . Dayton, Ohlo,' forms, supplier. |
Standard recently helped Allled Chemieal Corp.
replace 128 separate. purchasing and . recefv-
Ing forms it 'had .béen using ‘with' @ ‘basic
forms. Allled ‘estimates the simpllcation wlllI
savegbout. $25, 000,3 “yedr. :
|Blank Checks. for Suppliers

Sta,ndard'; Reg!ster also. ig: pushing what it
cans a ‘‘purchase order -draft.”! A company |
uslng thig 'in effect sends’ a blank check ;to
a4 supplier ‘when it plates an order under a
sum specified on the check. The supplier fills
in the check (actually a draft oi the sender’s
bank account);- there is no need.for ,the sup-
plier to send a' blu or for the, customer to re-
turn an actual check Standard Oil Co. (Ohio)
figures . this system Will save 1t some $100 000 |
4 year,® : k

. Some- companles are trylng to-eut: the cost
of preparing business letters, which' ia  esti-
mated -at' $2 each.. Minnesots, Mining <& Man-
utacturing Co, - Has' developed & ‘‘short- note
reply” technique that works’ this way: An ex-
ecutive recelvlng a letter that can be .an-
.swered briefly” and - informally . scrawls - his
reply in the. meargin and attaches a “short-
note reply” sticker to the letter. HSS secre-
tary runs the -letter with his ‘reply ' through
a copylng wiachine snd mails off the original
or the copy. 'i «

Grayarc ‘Co., Brooklyn, NY, produces a
Q,uick ietter form—-a small sheet of’ paper
backed by, an attached carbon and duphcate
farm., . The sheet ‘has a small space. for g mes: |
sage and, below, a space for the reply. Theé
‘sender writes in the message spateé and maﬂs
the ‘form."Thé receiver writes in- the reply
space, tears off.the: carbon and return$ either
carhon or original to the sender. Besides sav-:
ing paper, says Graysre, the form eneourages
Ibrevi(‘,y .
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